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TASK 3. Assist with Internal and External Stakeholder Meetings

The contractor may be asked to attend internal workgroup calls and briefings (mostly by
telephone or videoconference). We anticipate it may be necessary to travel to Research
Triangle Park, NC at least once, but no more than 5 times, to meet with staff at EPA regarding
this assignment. Specific protocols for contractor participation at EPA meetings will be
discussed prior to those meetings. At a minimum, the contractor must take thorough notes and,
when requested, provide a post-meeting report to the WACOR within 3 business days
following the meeting. The report shall include action items with names of the persons
responsible for completion of each item, resolved issues, and unresolved issues. The WACOR
will review the draft and provide written comments within 5 days, which the contractor shall
incorporate into the final summary report within 5 working days after receipt of the WACOR’s
comments.

TASK 4. Develop Outreach/Training Materials

Upon written technical direction from the WACOR, the Contractor shall develop outreach or
training materials, to be reviewed and approved by the WACOR, that incorporate information
about the provisions of the work produced in task 1 as appropriate.

The Contractor shall provide the WACOR with a schedule for finalizing outreach/training
deliverable documents as needed. The Contractor shall prepare up to 4 drafts after the
WACOR’s initial request and a final draft of the outreach/training document for the WACOR’s
review and comment. The WACOR will provide written comments to the Contractor on the
revised drafts within 14 working days of receipt. The Contractor shall prepare the final
materials to reflect comments received from the WACOR within 5 working days after the
WACOR provides comments.

Reporting Requirements

Reports shall be in accordance with the reporting requirements of the contract as well as the
following:
1. The contractor may be required to present, at the EPA’s Campus in Research
Triangle Park, NC, an informal briefing and review of all work performed under
this WA.

2. The contractor shall provide computer files in Microsoft Office compatible
formats for all written draft or final reports deliverable under this WA to the
WACOR.

3. Each document shall follow a traditional outline format with established
headings and subheadings. The documents must be consistent with Plain
Writing Act of 2010 (http://www.plainlanguage.gov/index.cfm) and citations
must be consistent with The Bluebook: A Uniform System of Citation
(https://www.legalbluebook.com/).
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